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9.5 SMALL LOW-RENT FPROGRAHS MANUAI-OPERATTON 9252
6. Monthly Closipg. At the close of cach month, after all charges

and credits have been posted, cach emount column shall be totaled
vertically and proved in the following manner: the aggregate of
the totals of Columns (8), (9), (10), and (11) less the total

of Column (12) -shall equal the total of Column (13); the aggregate
of the totals of Columns (12), (15), and (16) shall equal the
total of Column (17); the aggregate of the totals of Columns

(19), (20), and (21) shall equal the total of Column (22); and
the aggregate of the totals of Columns (7) and (17), less the
totals of Column (22), shall equal the total of Colum (23).
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Maintenance of Tenants Security Deposit Record

1.

2.

3.

be

5.

General. The PHA strongly urges that Security Deposits pot be
required. If, however, the Local Authority requires such deposits
the necessary accounting records and procedures to be followed

are described in this Section.

Exhibit. A specimen Tenants Security Deposit Record appears as
Exhibit 1 at the end of this Section. The heading of the record
shall show "Tenants Security Deposit Record." The heading of

each record shall also provide spaces for the account (i. e, dwell-
ing unit) number, the effective date of the lease, the termination
date of the lease, and the name and address of the tenant. It is
recommended that this record be maintained on a 4" x 6" or 5" x 8"
card; if preferred, however, the record may be maintained in a
loose-leaf ledger.

Preparation and Posting of Tenants Security Depogsit Record. A

Tenants Security Deposit Record shall be prepared for each account
number established in accordance with instructions set forth in
paragraph 3 of Section 9.5. As tenants move into the dwelling
units, and a security deposit is collected, the heading of the
Tenants Security Deposit Record shall be filled in with the infor-
mation required by paragraph 2 above. The media for posting the
security deposit to the Tenants Security Deposit Record is the
copy of the cash receipt given to the tenant at the time the
security deposit is collected. The date of the cash receipt shall
be shown in the "Date" column, the number of the cash receipt must
be shown in the "Ref." column, the amount of the security deposit
collected shall be entered in the "Credit" column, and extended

to the "Balance" column,

Iransfer of Security Deposits to Tenants Accounts Receivable
Where Security Deposits and Rent Collections Are Deposited in a
Single Bank Account. If security deposits and rent collections

are deposited in the same bank account, transfers from security
deposits to tenants accounts receivable shall be recorded by use

of a "Miscellaneous Charge and Credit Ticket." The amount shown
as a debit on such ticket shall be posted as a debit to the Tenants
Security Deposit Record; the amount shown as a credit on the ticket
shall be entered in Column (20) of the Tenants Rental Register
opposite the name of the tenant,

nsfer of Securit 0 to _Tenants Accounts Rec.iv ere
Security Deposits and Rent Collections are Deposited in Separate
Bank_Accounts

a. If security deposits and rent collections are kept in separate

_ bank accounts, the procedure for transferring security deposits

............................ (Cont'd)_
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to rent accounts is identical with the procedure outlined in
paragraph 4 above in so far as the tenants rent account and the
Tenants Security Deposit Record are concerned. The procedure
for transferring funds between the bank accounts, and between
General Ledger Accounts 1122 and 2114, is outlined in paragraph 6
below,

b, At the end of the month, after all columns of the Tenants
Rental Register have been totaled and proved, a Voucher Check
shall be drawn on the Security Deposit Fund (Account 1114) for
the amount of the transfers shown in column (20) of the Tenants
Rental Register, The Voucher Check shall be recorded in the
Combined Cash Journal as a disbursement in the column headed
"Account 1114," and as a debit to Account 2114, and as a receipt
in the column headed "Account 1111," and as a credit to

Account 1122, The check shall then be deposited in the General
Fund (Account 1111) in the usual manner,

6. Refunds of Security Deposits. Refunds of security deposits
shall be made and recorded in accordance with Section 9,7 of
this Manusal,

-2 - HHFA-PHA, Wash., D.C.
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Refunds of Security Deposits and Unearned Rent

1. General. The procedure for making and recording refunds of security
deposits and unearned rent is set forth in this Section.

2. Exhibit. A specimen form of Request for Refund of Security Deposit and
Unearned Rent appears as Exhibit 1 to this Section.

3. Preparation. When a unit is vacated during a rental period for which the
rental has been paid in advance, the tenant's account will have been
credited with the unearned portion of the rent originally charged (see
Section 9.5). The amount so credited to the tenant's account shall be
shown in the space provided on the Request for Refund of Security Deposit
and Unearned Rent. The amount of unpaid miscellaneous charges and any
unpaid balance from the previous month shall be listed in the appropriate
spaces and deducted from the amount of unearned rent to determine the

"net rental refund"; if negative amount enter in red or within perentheses.

The amount of the security deposit previously paid by the tenant shall be
added to the "net rental refund" to determine the total refund due the
tenant, Other appropriate spaces shall be completed as required.

4. Payment. When the Request for Refund of Security Deposit and Unearned
Rent has been prepared properly and signed by the approving official, a
Voucher Check shall be drawn in favor of the tenant for the amount of any
refund, Refunds of $10 or less may be made from the Petty Cash Fund, if
desired. The Voucher Check or Petty Cash Voucher shall be supported by
a copy of the Request for Refund of Security Depcsit and Unearned Rent.

5.. Recording Voucher Check. If the amount is refunded by a Voucher Check,
the Voucher Check copy shall be entered in the Combined Cash Journal as
a disbursement in the column headed "Account 1111, Cash - General Fund,"®
(or as a disbursement in the column headed "Account 1114, Cash - Security
Deposit Fund" for the amount of the security deposit refund if security
deposits are kept in a separate bank account), and as a debit to Account
1122, Accounts Receivable -~ Tenants, (and/or Account 2114, Tenants
Security Deposits). The number of the Voucher Check and the amount repre-
senting a refund of rental shall be entered in Columns (14) and (15),
respectively on the Tenants Rental Register opposite the name of the
tenant; the date of the Voucher Check, the Voucher Check number, and the
amount representing a refund of a security deposit shall be posted to the
Tenants Security Deposit Record. '

6. Recording Petty Cash Voucher, If the refund is made by Petty Cash Voucher,
the Voucher Check and Voucher Check Copy used to reimburse the petty cash
fund shall be entered in the Combined Cash Journal and posted to the
Tenants Rental Register and the Tenants Security Deposit Record as
prescribed in paragraph 5 above.

NOTE: This Section supersedes Section 9.7 dated 9-2-52. Paragraph 4 has
been revised to limit refunds from the Petty Cash Fund to amounts which
are $10 or less,
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Maintenance of Combined Cash Journal

1,

2.

3.

General. A Combined Cash Journal shall be maintained for each
Enmial Contributions Contract to record the receipt and disburse-
ment of funds from transactions pertaining to the project or
projects under each Contract.

Exhibit. A specimen form of Combined Cash Journal sheet, showing
examples of recorded transactions, appears as Exhibit 1 at the
end of this Section. Space has been provided to show the Annual
Contributions Contract number and the project or projects numbers
in the Anmual Contributions Contract.

Maintenance of Combined Cash Journal

a, Posting
Column (1), Date.

Column (2), Description. The number of the first and last
receipt issued to tenants for ‘2 day for collections of
rent and security ¢::-sits shall be shown in this column.
For receipts of cash (except from tenants), enter the name
of the person, firm, or agency from whom received, For
cash disbursements, enter the name of the person, firm, or
agency to whom the Voucher Check is issued,

Column (3), Check Number. Enter in consecutive order the
serial number of each Voucher Check drawn :.cainst the bank
accounts(s). Numbers of voided checks must be entered with
appropriate notations.

Column (L), General Fund - Receipts. On the first day of each
month enter in this column the amount of cash on hand and on
deposit as shown in Column (6) of the Combined Cash Journal at
the close of the preceding month; the balance shall also be
shown in Column (6). Enter in Column (L) the amount of cash
receipts from all sources (except security deposit collections
kept in a separate bank account). The distribution of receipts
to other columns of the Combined Cash Journal shall be left
for completion by the part-time Accountant who is employed by
the Local Authority to maintain the Generzl Ledger.

Colwm (5), General Fund - Disbursements. Enter in this column,
opposite the check number, the face amount of each Voucher Check
issued (except for security deposits if deposited in a separate
bank account), and with appropriate identification, the amounts

(Cont'd)
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of bank debit memoranda for bank charges, etc. The distri-
bution of disbursements to other columns of the Combined Cash
Journal shall be left for completion by the part-time accountant
employed by the Local Authority.

Column (6), General Fund - Balance. After entering each
receipt or disbursement of cash the balance remaining on hand
and on deposit shall be shown in this column.

Column (7), Security Deposit Fund - Receipts. This column is
for use only when local laws require the deposit of security
deposits in a separate bank account. Enter in this column,
opposite the numbers of the cash receipts issued to tenants as
shown in Column (2), the amount of security deposits collected
from tenants.

Column (8), Security Deposit Fund - Disbursements. If security
deposits are deposited in a separate bank account, enter in this
column, opposite the check number shown in Column (3), the amount
of each Voucher Check issued against the Security Deposit Fund.

Column (9) Through Column (21). Distribution of receipts and
disbursements shall be made, as appropriate, by the part-time
accountant employed by the Local Authority to maintain the
General ledger, etc.

Monthl* Closig%. At the close of the mont-, the entries in

Columns (i), , (7), and (8) shall be totale . It shall be
determined that the balance shown in Column (6) is equal to the
difference between the .o:al of Column (L) and Column (S).

B S G P n S YR P G e A D @ B W M W Oh W G G G B e G UGB W e @ & ™
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' m"g cellaneous_Charge g;g. Credit Ticketg

1." General. A Miscellaneous Charge and Credit Ticket may be util-
ized as posting mediu for miscellaneous charges to tenants
.accounts (see paragraph 3, Section 9.5), and for transfer of
securitz) deposits to rent accounts (see paragraph 4 of Sec-
tion 90 ) i

2. Exhibit. A specimen form of Miscellansous Charge and Credit
Ticket appears as Exhibit 1 at the end of this Section,

3. Preparation of Migscellaneous Charge and Cﬁedit Ticket. Miscel-
~ laneous Charge and Credit Tickets should be prepared in dupli-

oate, numbered consecutively, dated, contain explanatory informa-

tion, and be approved by the Executive Director or his designated

~

repre‘sentative. T

4o Filing. After posting, the original of the Miscellaneous charg;a
and Credit Ticket may be filed in mumerical order in a permanent
file; the copy may be filed in the tenant's folder,
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SPECIMEN FORM OF MISCELLANEOUS CHARGE AND CREDIT TICKET

No,

ANY HOUSING AUTHORITY
ANYTOWN, ANYSTATE

MISCELLANEOUS CHARGE AND CREDIT TICKET

Contract No. Date _ , 19
Neme of Tenant : _ Account No, :_J
EXPLANATION ? CHARGE ' CREDIT

Prepared by: Approved by:
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Reconciliation of Bank Account(s)

1, General. The bank or banks with which General Funds have besn
deposited should furnish a statement of the bank account, as of
the last day of each month, with canceled Voucher Checks paid
during the month, The balance shown on the statement shall be
reconciled each month with the balance shown in Column (6) of
the Combined Cash Journal.

2. Instructions for_ Reconciling Bank Account

a. The balance shown on the bank statement shall be reconciled
with the balance of Account 1111 - Cash - General Fund, using
the Combined Cash Journal for ascertaining the information per-
tinent to the reconciliation. Any difference between the balance
shown on the bank statement and the balance in Column (6) of the
Combined Cash Journal will usually be the result of outstanding
Voucher Checks and deposits not yet entered by the bank. How-
ever, there may be other items which must be considered in the
reconcilement.,

b. The verification of the bank account balance shall include
a careful examination of the canceled Voucher Checks as to
amounts and endorsements. Voucher Checks which remain outstand-
ing for more than a reasonable time should be investigated.

c. The bank account reconciliation shall be filed with the bank
statement and should be in a form similar to the following:

Reconciliation of Account With
Any Bank, Anytown, Anystate
as of December 31, 1951
Balance per bank statement 12/31/51 $ 10,000.00
Deduct - Outstanding Voucher Checks:

Date Check Number Payee Amount

12/2/51 42 John Doe $ 300,00
12/9/51 45 Samuel Brown 400,00
12/30/51 48 George Smith__700.00 _1.400.00
' $ 8,600.00
Add: Deposit 12/31/51, credited by -
bank, 1/3/52 ©_1,300.00
Balance, Column (6)
Combined Cash Jour 1, 12/31/51 $ 9,900.00
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Time and Leave Records

1., Employee Time Reports

a. In order to obtain an analysis and distribution of labor
costs of Local Author:ty employees, and to document the hours
worked and amount earned, a record of hours of work and time
spent at each assignment should be kept for each employee for
each payroll period, All time will be distributed to the
following accounts:

Management Expense, Salaries - Account No, 4115, Time
spent in the performance of administrative functions
directly related to the project such as: management
supervision, tenant selection, rental and leasing,
handling tenant complaints and service requests, collec-
tions, budgeting, accounting and reporting, procurement,
and stenographic and clerical services,

Heating Labor -~ Account No, 4350. This account is used
only where space heating or hot water is furnished to
tenants by a project-operated plant, In such cases
distribute to this account the time spent in the opera-
tion of such plant, Time spent in the repair or main-
tenance of the plant shall be distributed to Account

No, 4496, Vhere heat or hot water is not furnished to
tenants by a project-operated plant, distribute any time
spent in the operation of any plant used to service the
project office or other nondwelling space to Account

No. 4496,

Operating Services and Repair, Maintenance and Replacement,
Labor - Account No, 4496. Time spent in performing any
janitorial or exterminating work, in maintaining grounds,
in repair, maintenance, or replacement of structures and
equipment, in painting and decorating, and in the main-
tenance or repair of automotive equipment or other movable
equipment,

Property Betterments znd Additions -~ Account No, 7545.
Time spent in constructing any betterments and additions,

b, Exhibit, A specimen Employee Time Report is shown as
Exhibit 1 at the end of this Section,



¢, Preparation

(1) The heading of the form is self-explanatory, The
account number and name of the Operating Expense Account
to which the hours of work are to be charged should be
inserted in the space provided for this purpose, The num-
ber of hours worked each day shall be shown under the day
of the month opposite the account classification which is
to be charged. When all entries have been made for the
payroll period, the columns shall be totaled, The number
of hours shown in the "Total Hours" column shall be multi-
plied by the hourly rate of the employee, and the product
inserted opposite each account classification in "Total
Amount" column,

(2) The Employee Time Report should be used as the basis
for the preparation of the Voucher Check in favor of the
employee for the net amount earned for the payroll period,
The total amount earned, the type and amount of deductions,
and the net amount earned shall be shown on the Voucher
Check and Voucher Check Copy., The Employee Time Report
should be firmly attached to the Voucher Check Copy as
support of the total amount earned,

2. Leave Record

a, General, It is rccommended that the leave policy established
by the Local Authority by resolution shall not provide for the
accrual of annual and/or sick leave., If, however, such lecave

is to be accrued, an accurate record of such leave shall be
maintained for each employece,

b, Exhibit, A specimen form of Leave Record is shown as
Exhibit 2 at the end of this Scetion,

c. Instructions for Maintenance of Leave Record, The columnar
headings of the specimen form are self-explanatory, Leave
earncd and taken shall be recorded in hours or days, accord-
ing to the leave policy of the Local Authority., Postings to
the Leave Record shall be made at the end of each pay period,




SPECIMEN FORM OF EMPLOYEE TIME REPORT

Employee:

Employee Number: é

ANY HOUSING AUTHORITY, ANYTOWN, ANYSTATE
EMPIOYEE TIME REPORT

Title:ﬂ:{.‘d.;__ fron_DeZs _, 1967 to_Oe 25, 1947

Total Hours:__ J f Rate Per Hour: g/ 29 Total #f[/. 2¢

Account W |

Number Name of Account 1 2 3 4 5 6l 7 8 9] 10| 11| 12| 13| 14| 15 Total Total
16| 17| 18| 19| 200 21| 22| 23| 24| 25| 26| 27| 28] 29| 30| 31| Hours Amount
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Petty Cash Fund

1.

General, The instructions for the use of the Petty Cash Fund and for the
preparation of Petty Cash Vouchers are in Section 25-5-3 of the Small Low-
Rent Frograms Manual ~ Accounting, This Section contains the procedure for
the reconciliation and reimbursement of the Petty Cash Tund.

Reconciliation of Petty Cash Funéd. If the Petty Cash Fund is used for making
chenge, & reconciliation shall be made daily at the time the collections for
the dey are reconciled with the amount of cash on hand, If the Petty Cash
Fund is not used for meking change, a reconciliation shall be made at least
once each week,

Reimhursenent of Petiy Cash Fund. The Petty Cash Fund shall be reimbursed
a2t the close of eech quarter, and it may be reimbursed as frequently as
require¢ during the quarter. Reimbursement shall be made by Voucher Check
for the total amount of Petty Cash Vouchers on hand, The Petty Cash Vouchers
shall be attached to the Voucher Check Copy in numerical s2quence, and the
Voucher Check recorded in the Combined Cash Journal in the usual manner,

NG1Z: This Section supersedes Section 9,12 dated 9-2-52, It has been completely

R

reuritten,
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SPECIMEN FORM OF PETTY CASE VOUCHER

PETTY CASH VOUCHER

Date 19 No.
Received Dollars $__ |
For
ACCQUNT AMQUNT

Rec'd. By,

Paid By
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Cash_Overages and Shortages

1.

2o

Cagh Overageg. If cash overage exists, and a recheck fails

to establish accountability, such excess shall be recorded

in the Combined Cash Journal as a debit to Account 1111,

Cash - General Fund, and as a credit to Account 2119, Accounts
Payable - Sundry.

Cash Shortages. The amount of any cash shortage shall be
recorded in Accounts Receivable - Sundry (Account 1129)
against the responsible employee. The Board of Commissioners
shall consider the circumstances involved with respect to
each recorded loss and determine whether the individual

should be held accountable for the loss. If a shortage exists
that appears to be the result of misappropriation or embezzle-
ment, the bonding company shall be notified immediately.
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Report _on Tenants Accounts Receivable

At the end of each Fiscal Year, the Tenents Accounts Heceivable shall
be clessifled and & schedule of the accounts shall be sutmitted in an.
original. and one copy to the FHA Fiz:ld Offlce on Form PHA-2295,
Schedule of Tenants Accounts Receivable (seo Exhibit 1), This
schedule should show the number of accounts having balances within

- the limits indicated and the aggregute balatices in each group and
should agree in total: with the balance reflected in Column (23) of
the' Tenants Rental Register at the close of the Fiscal Year,
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PHA-229%
September 1952

Contraot Mo,

PUBLIC HOUSING ADMINISTRATION
HOUSING AND HOME PINANCE AGENCY

l’l'oJoat Nos,
No. of Dvelling Units

Acoount Belances
Debdt Balances:
Up to $25,00
$£5.01 to $50,00
$50.01 to $100.00
$100.01 to $150.00
$159,01 to $200.00
Over $200,00
. Totad
Yoruer Tenants

quarter,

SCHRDULE OF TENANTS ACCOUNTS RECEIVABLE

(Neme of local Authority)

( goation)
ey 195

Date as of vhich schedule is prepered

t

Tatal Debit Balances
Tenants Credit Balancee

Balince, Column (23), Tenants
Rental Register, at end of

¥o. of
Accounts

- - .-
- - o o
- - e - e

- - - -

Aggregate
Amount

et ——

$

- o e -
» > e
--eoe
- o .o

- e oe
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Specisl Instructions for Frograms for Which More Than One Set of
Accounts Are Required .

1. Genersl

a, Where the Projects of the Local Authority are under two or
more Contracts separate sets of accounts and separate bank
accounts must be maintained for all the Projects under each such
Contracte

b. Where an Annual Contributions Contract contains one or more
Non-Permanently Financed Projects separate operating accounts -
must be maintained for each such Project but no separate bank
account is required. For example, if under one Annual Contribu-
tions Contract there are two Permanently Financed Projects and
two Non=Permanently Financed Projects one set of accounts will
be maintained for the two Permanently Financed Projects and a
separate set of accounts will be maintained for each of the two
Non~Permanently Financed Projects, but only one bank account
will be required for a2ll four of the projects.

2, Instructions. The following additional instructions are neces-
sary where more than one set of accounts are requireds

Section Separation of Ac- Separation of Agccounts
' counts Where There Within a Contract Where

Are Two or More There are Non-Permanently
Contracts Financed Projects

9.2, Cash Col=~ Maintain complete " No separation required

lections separation for each

contract

9.3, Payment of Maintain complete No separate Voucher Check

Bills and separation for each required but distribution
Preparation Contract. Examplet of amount of voucher by
of Voucher Portion of Executive project rmst be shown on
Checks Director's salary carbon copy of Voucher

chargeable to each Check

Contract will be paid

by separate check

9.5, Maintenance Maintain complete Maintain complete separa-
of Tenants separation for each tion for each project
Rental Contract
Register

(Conttd)

-l-
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- Section

Separation of Ac-
counts Where There
Are Two or More
Contracts

Separation of Accounts
Within a Contract Where
There Are Non~Permanently
Financed Projects

96y

9eTs

9.8,

9.10,

9.11,

9.12,

9.1k,

Maintenance
of . Tenants
Security De~
posit Record

Refunds of
Security De=-
posits and
Unearned Rent

Maintenance
of Combined
Cash Journal

Reconcilia-
tion of Bank
Account(s)

Time and
Leave Records

Use, Recon=-
ciliation, and
Reimbursement
of Petty Cash

'Fund

Report on
Tenants Ac-
counts Re=
ceivable

Maintain complete
separation for
each Contract

Maintain complete

.8eparation for '

each Contract

Maintain complete
separation for
each Contract

Maintain complete
separation for

‘@ach Contract

Distribute time by
Contract as well
as by account

No separation of
leave records
required

No separation re-
quired but petty

No separation required

For security deposits
no separation required

For unearned, rent maine-
tain complete separa-
tion for each project

Only one cash journal
required but breakdown
of operating expense
to be posted as indi-
cated on Voucher Check

Copy
No separation required

Distribute time by
project as well as by
account

No separation of leave
records required

No separation required
but petty cash pay-

cash payments shall ments shall be dis-

be distributed by
Contract

No separation re-
quired but may be
separated if more
convenient to
Local Authority

tributed by project

No separation required
but may be separated
if more convenient to
Local Authority
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Use or Investment of Advaunc: Amortization Funds

1. ose. This Section counstitutes approval, pursuant to Sec. 417 of the
Contributions Contract, Sec. T(E) of the Bond Resolution, and
peragraph 5 of the Fiscal Agent Agreement of the use or investment of
Advance Amortization Funds as hereinafter provided.

2., Use of Advance Amortization Funds. Advance Amortization Funds shall be
applied promptly:

First. To the payment of Permanent Notcs and of Temporary Notes issued
in connection with Permanently Financed Proj«cts;

Second. To the purchase of Bonds, at not more than tl.«ir face value,
issued in connection with Permancntly Financcd Projects; and

Third. With the prior approval of the PHA in specific cases, to the
payment of Development Costs of Permonently Financed Projects
in lieu of the issuance of Bonds or Notes for such purpose.

3. General Information About Purchase of Bonds

a. In order to obtain the highest yield the Bonds purchased shall be of
the longest maturities which can be secured. The term "longest maturities"
shall generally be construed as meaning the last ten maturities of a partice
ular issue, but shall not be limited to these maturities if an advantageous
purchase can be made of earlier maturities.

b. In order to utilize the Advance Amortization Fund to the fullest ex-
tent, the accrued interest on the Bonds purchased may be paid out of any
funds of the Local Authority. For example, i1f the purchase price of the
Bonds, exclusive of accrued interest, will absorb the balance in the
Advance Amortization Fund, the accrued interest may be paid from the
General Fund. The General Fund will be reimbursed on the next following
Annual Contribution Date from Residual Receipts or the Accruing Annual
Contribution, as the case may be, which on said Date would otherwise be
avallable to pay the interest coupons which will have been canceled.

c. Local Authorities may consult the PHA, banks, or national municipal
bond dealers as to the availability of Bonds for purchase. Communications
to the PHA on this subject should be addressed to the Deputy Commissioner,
PHA, Washington 25, D. C. If the available amount is sufficient to war-
rant such actlion the Local Authority or the Fiscal Agent may invite or
advertise for tenders of Bonds for purchase. (Cont 'd)

NOTE: This Section supersedes Section 10.2 dated July 1958. Paragraphs 3c,
3d, and 5 have been revised and paragraph 3e has been added to clarify the
instructions as to the information needed by the PHA with respect to Bonds
purchased by the Local Authority.
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b,

Se

d. The Bonds purchased shall not be reissued, but shall be promptly
canceled and destroyed. Sec. 14(E) of the Bond Resolution requires the
Fiscal Agent. to furnish the PHA periodicelly & copy of the certificate of
cremation of Bonds purchased or otherwise retired by the Local Authority.

e. FPromptly upon the purchase of any outstanding Bonds the Local Authority
shall furnish the Comptroller, PHA, Weshington 25, D. C., the following
information with respect to each issue of Bonds purchased:

(1) Date of purchase.

(2) PFace amount of Bonds purchased with respect to each maturity
date. .

(3) Purchase price of Bonds with respect to each maturity date.
(4) Interest rate and amount of accrued interest paid..
(5) Date to which interest was paid.

(6) Cash accounts from which funds were used for the purchase of
Bonds and the amount paid from each account.

Investment or Deposit of Advance Amortization Funds. If the purposes
described in paragraph 2 above are nct avallable for the use of Advance
Amortization Funds such Funds may, at the direction of the Local Authority,
be invested or deposited by the Fiscal Agent:

a. Through the purchase of any of the securities described in paragraph 6
of Section 10.l1l; and

b. If permitted by State Law, by deposit in time or savings deposits or
accounts insured by the Federal Deposit Insurance Corporation or
Federal Savings and Loan Insurance Corporation to the amount of such
insurance. . -

Securities purchased pursuant to paragraph la above and evidence of
deposits pursuant to parsgraph 4b above shall be held by the Fiscal Agent
in safekeeping for account of the Advance Amortization Fund and interest
or other increment accruing by reason of such purchases and deposit shall
constitute a part of the Advance Amortization Fund.

Liquidation of Investments and Demsits

a. Whenever, after the investment or deposit of the Funds as discussed
in paragreph U4 above, any of the purposes discussed in paragraph 2 above
become available for the use of the Funds the Local Authority shall
promptly require the Fiscal Agent to liquidate (at not less than 1(;he a)
: Cont'd
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purchase price thereof) any securities and withdraw any deposits held
for account of the Advance Amortization Fund and apply such Funds to
any of the purposes, as described in persgraph 2 above, then available.

b. When Advance Amortization Fund investments are liquidated, the Local
Authority shall furnish the Comptroller, PHA, Washington 25, D. C. with
information as to the principal amount liquidated and the smount of in-
terest received at time of liquidation.

“-3 - . HHFA-PHA; Wash. D.C.



